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APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE . 
Application Date 

- 
Application Number 

1. Agcnq Address FOR RECORDS MANAGEMENT USE 

Department of Education Applicaation Number 
Office of I n s t r u c t i o n a l  Serv ices  
Divis ion of I n s t r u c t i o n a l  Media Servicec 
Demonstration Sect ion Dare Received - Date Cornpleated 

A t l a n t a ,  Georgia 30334 I A N  2 8 1983 9 1983 

63-37 

c. G Amend Application No. Ckck One: 0 Change, 0 Supercede: 0 Void 
4. Dates of Series 5. Remrds Series l 3 l e  Ifollowed by title used in office: if different) 
Earliest Latest 

1965 To D a t e  Local System Engineering Ac t iv i ty  Files 

I 

7. RemrdSeries Descziption This fi le contains the following documents linclude form numbers and titles, if any): 
Attach samples of the file. 

Documnu relating to: Corresponding wi th  Local School Systems r e l a t i n g  t o  providing 
media f i e l d  engineering serv ices .  

Copies of letters s e n t  t o  Local School Systems and letters received from 
L o c a l  School Systems. Forms related t o  services rendered t o  Local School 
Systems and ind iv idua l  schools.' 

Indudedare: 

File i s  arranged: Alphabet ical ly  by Counties. 

8. Monthly Reference Rate How often are records referred to which are: 

One tD six months old l2 . ; Seven to twelve months old l2 ; Thirteen to twentyfour months old 

9. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legalzize drawFrs 112 :Shelves ;Other Irpccify) 

~. 
twenty-five months and older 6 ? .  



ES 
L 

I 
NO 10. hestionnaire (Piace an "X" in the proper column) 

a. I s  this the official copy of the series? 
If not. where i s  it? 

b. Does the series wntain confidential information requiring security handling? If  yes, Site law or regulation. 

" 

X > ; 

LA I 

1. Retention Requirements 

i I s  this series lor a major Doition of itl resvlarlv microfilmed? 
I x I i. DO& t!w record series result ' in a W u t e r  D r inrou ? 

The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
yesrs. 

c. Federa! law years. f. Federal reientian instructions years. 

Attack copy or excert of laws or regulations. Explain administrative need. 

~~ ~ b .  Sratute of ILvITlfatien ~~ ~ years. e. Administrative nee$ ~~ ~ ~ 

Office administrative needs: 
Rec.ords of personnel a c t i v i t i e s ;  reference for the  purpose of re la t ing  
previous a c t i v i t i e s  with new requests frcm Local School Systems. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
63 Calendar Year; 0 Fiswl Year; 0 Other then, 

B Hold in the current files area month(sl 2 yeads); then 
0 Transfer to low1 holding area; hold 

IR Destroy. 
E Transfer to State Archives for permanent retention. 
G Orher (Specify1 

yearlsl; then 
Transfer to State Records Center: hold A y e a r ( s 1 :  then 

x 

X 

X 

" 

There instructions apply to a l l  prior and future accumulations of the series. 

c. I s  this a vital rewrd? 
d. Does this series have hist- 
e. When one or two documents in the file make it necessary to keep the entire file for a long period. could these 

documents be scheduled separatelv? 
f. I s  the . ,  information wil@ined in this series ever Dublished? If v e t  attach coov. - 
g. I s  the information contained in this series ever analyzed andlor rewrded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
If v e t  aaach WDV. 

! 

4gency HeadlDesignee ISjgnarurel Records ___ Management Officer (Signaturrl 1 Date I 
- U A X -  &~ I 1-27-83 

Y 

State Records Conynittee ISignarurel Date 

A iJ$d 
-- 

3ecornmndations in para 

I: disapproved, attadr !etter 
if  explanafion.1 cretary of StateIDesipee 

iraph 12 are a p w e d .  i 7 ' ~ / ~ 3  

4 
- 2 Attorney General/Des;gnee 
3-50-71 fie. 7 6  


